ATE ARUMDCL COUNTY PURCHASING TEPARTMENT

FRICE COMICOITY FILD

Sisgs 5% x G®
Dates: IS‘SL --
Quentitys 2 cubie foot

Fﬂe&wﬁ: Alphsbotical bycosmmodity
Amnual Accumilations less than  cubde fool

The Price Comodity File is & card file listing prices paid for
cach cormodity parchased by the Comnty. Posting: are made froem filo
coples of Purchase Orders, mmmmwm
of purchase, and show name of commodity, date of purchass,

Order maber, vendor, éoaa'lptimoremdiw. qun.lwpwchamd,
mit.mtprieo,uu!mt The file has a lonceranre value as &
tool for the analysio of bids and for bLudpetary purposes.

FECOTEMDATIONS RETAIN PO TENW YEARS AFTER DATE (7" LAST ERTRY COF
CARD AR THEN DESTHOY.

PURCHAGE GHDEID

Formi YNoes 23 P& S

Sises 0% x g.¢

Datos: 1950 = =

Quantitys 206 cubdc fest

File arranpoment: Alphabeticel bv vendor
Annusl Accumulation: © cubic feet
Disposadlc Amounts 11 cubde feet

4 prenumbered, printed form is prepared for ell purchases made b

é/ :):_lr
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The recamandsticn velow applies only to the coples retained Uy the
Parchasing Department.

FECCH4BDATIONS EETADY FOR THRIE YRS ARD TOZN DESIRCT.
SPZCIAT, PURCIAST CEDERS

Sizes 8" x 11°

Dates: 1953 = 1955

Quantity: I cwdce feosl

File Arrangemenis Alphsbetical by vender
Nispos.tle Amounty 1 eubic fool

Smmmcmeomnmmrwmllmaapmvﬁm.
They are prepered in five coples as follous:

l. ¥hites Sent to vendor enl retained by hia
2o Elue: “ent to vendor, retmxmed by him with invol-es,
sent to Finance Departmont and atiachod teo voucher
Piniks Sent to the Finance Department and filed by his,
h. Gresn: Tiled by the Purchasing “esartment.
Ce Yellow: Retalned by the department of Countyr rovermeent
making the requisition,

Entries show name of deparitment, serisd number (in serdes by depart-
ment), name end address of vendar, date, quantity, description and
unit price of material, description of work to ke dono wdith materisl,
date wanted, dmmammmlng,mdwmmtmof
Parchasinz Ageni,

Berinnins in 1956 the Purchasin: Departmentis cooles have beon
interrated with the Puarchase (rdors Fils.

Ths recommendation below applies enly to ceples reteined Ly Uwm
Purchasing Departosni.

ECOMCRDATICH s KETALD ¥QIL TREED YEATS ARD Tl DLGIICY.
REGUISITION: FILO

Form lices 20=P & S=7

Size: & z 11v

Dates: { - -

Quantity: 3 cutic feest

File Arrsnremeni: Ly Deportmeont and then by Regquizition Yamber
Amual Aeccamulation: 1 exdbie foot

Purchase Lequisitions ere prepared br denartments o” county rovorne
mmmmww:wrormamAmua-
tion of Purchase (rders. Tha Purchase iequisitions are copleted
in triplicate as follows:

e
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l. knite: Sent with fifthcopr of Purchase Crder to tho
Finance lepartment for cost comuting and accounts
ing, and filed there.

2. Yellow: rnedmunmmxngmmtmthm
notes, correspondance,; end cosies of Purchase
(rders shan swerds are gplit,

3. Pink: FRetained by departmont initiating thoe ordar.

Entries sbow oee of department, date, p\manddateofdanm,
requisition mmber, acoount chumuhm. daseription of foods,
Qquantity, prices, Purchase Order nusber, voucher uu»ber, total oost,
avthorized sisnature apmroving or disapproving requisition, and

signed certification of head of dspartment.

The recommendation below applies only to coples retained by the
Purchasing Department.

INCORTRDATION: RETAIY YOR THEEE YRARS AND TIEN PESTRCY.
RELIVIRY PIPCT

Datess 1556 - =

CQuantity: 3 coblce fool

File Ammtz Cbmological
Ammusl Zecumilstion: «" cubic foot

Thie forn is sant o ths Purchasing Department from the Stock Foom
as an informailon repiet on orders reccived. In addition to ine
formstion on delivariss the form contains the same information
eppoaring on the corresponding Purchass Urder. Another eopr of
each report is maintained in the Stock Room. The Purchasin® Deparie
ront copr iz vsed @ post to the Heslster of Purchase Orders.

FICOTENDATION s ERTAIN PO TIRCE Yoaus AND THOW DESTRCY.




